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1. Logging In

Follow these steps to login to the Social Media Tools site:

1. If you have not done so already, go the HPOG Community
Website’s homepage and click on the arrow entitled
"Register for Social Media”’ to submit your request to register.
Soon thereafter, you will receive you Username and
Password.

2. Go to the Social Media Tools site by either going to the HPOG
Community Website’s homepage and clicking on the arrow
entitled “Login to Social Media,” or go up to the upper right-
hand side of the homepage and click on the "Login” button.

3. Enter your Username and Password.

4. Contact HPOGsupport@pep8a.com if you require any further
assistance with logging in.
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http://hpogcommunity.acf.hhs.gov/pages/socialmediasignup.aspx
http://hpogcommunity.acf.hhs.gov/my/default.aspx
http://hpogcommunity.acf.hhs.gov/my/default.aspx
http://hpogcommunity.acf.hhs.gov/Pages/Default.aspx
mailto:HPOGsupport@pep8a.com

2. Navigation

My Site My Newsfeed My Content My Profile Lookout Return to HPOG Community | Global Campaigns | | Find People . ® Jaime Ramirez -

Activity Stream Getting Started

Microblog Back | Restart #fSkip

1900 characters remaining

& &
“= Jse the ribbon and links at the top of page
to navigate to the main areas of the site:

My Site/My Newsfeed

My Content

My Profile

Lookout

Return to HPOG Community
Global Campaigns

Find People

‘?’ (Help Menu)

User Menu Options

My Newsfeed My Newsfeed ¢

Stacia Thompson: Preparing for our 2nd Employer Roundtable Breakfast!!! SO EXCITED!
about 21 hours ago » Like » Comment » Follow-up » More

Tressa Dorsey: That's great! I want to hear all about it. I know the last one was a great =
momentum to keep the employers coming back. Strong work!

about 19 hours ago Like

Stacia Thompson: PPR finished, awaiting signature. So much easier with PRS
4 days ago » Like » Comment » Follow-up » Maore

P Stan Koutstaal: I'm impressed. Way to go!
.ﬂ 4 days ago Like
Stacia Thompson: With most of the data in PRS, it makes it an easy process, and makin
helps tremendously!!
3 days ago Like
Elair Corcoran likes this.

Stan Koutstaal: Jan Yoshiwara of the Washington State Board for Community and Technical Colle
[ a panel presentation about career pathways. One of the things that was striking to me was how #
strongly inform their decision-making. For example they knew that:

*p lot of Adnlt Bacie Edicatinn FAREY ehidant re anralling in cla honina it uld lead tn o F

W %O NS UL ANWN S




3. Getting Started

M‘f Site My Newsfeed My Profile Return to HPOG Community | Global Campaigns | | Find People ? hpog\jramirez -

Activity Stream

What are you working on?

Next, go to My Site/My Newsfeed and use the }
Getting Started feature. This tutorial will walk you
through the steps to set up your user profile and
show you how to use basic features such as

posting comments, adding Colleagues, and more.

It is strongly recommended that you work through
each step in the tutorial, one by one, before you
begin exploring other features of the Social Media
Tools site.

MW

'/ IDEA
hpog\jramirez: Submitted an Idea in @[Project Director Conference Track
Ideas: Test 2]: Conference Topic Idea: How to Keep My Team Engaged!
[

aday ago » Follow-up 1 Mare

4 ns —_——— '“'"'ining

Settings

Getting Started

Add Profile Picture Skip

Communities

View All Communi

My Communities

Go to my communitis =

Helpful Tip #1: Click on the link for step 1: Add
Profile Picture, to activate the step.

Find Communities |

Helpful Tip #2 : Have a profile picture of yourself
saved to your computer for easy access to complete
step 1: Add Profile Picture.

&



4. Manage My Profile

My Site My Newsfeed My Content My Profile Return to HPOG Community | Global Campaigns | | Find Pecple

View My Profile as seen by: | Everyone t

6:36 AM

What's happening?

&3 Edit My Profile e

Libraries

Jaime Ramirez

California

Past projects : Federal Government Partner Projects
Skills : Federal Government Partner Projects

Schools : Organization Effectiveness

Overview

Interests T UEmMaEs Drocess improvement

. Now that you have
completed the Getting
S Started tutorial and have set
Jaime Ramirez is an HPOG contractor par .
Excellence Partners and excited to assit tf up your user prOflle, you can

Affiliation Type : Affiliated with HPO G PP Ereea fice
Name of Organization @ Performance Excellence
Partners

Role at Organization : Contractor Partner
Type of Organization : Other (please specify)

Other Type of Organization : Contractor Partner

A Hide information ‘

Organization Content

Tags and Motes

medial » .
view and manage your profile
information by navigating to
My Profile.

Use the Edit My Profile link to make updates and
- Changes to your profile information (explained on
the next page of this guide).
Helpful Tip #1: Click on the Show More/Hide
Information link to view a summary of your profile.
Colleagues Memberships

Use these tabs to view and manage different
information associated with your profile.



4. Edit My Profile

M'f Site My Newsfeed My Profile Return to HPOG Community | Global Campaigns | | Find People ?  hpog\jramirez -

H Save and Close Cancel and Go Back

* Indicates a required field
& Indicates a field that is updated automatically from the corporate directory. Changes to these properties may be lost.

Basic Information Show To

Account name: hpog\jramirez Everyone GO tO My Pl‘Oﬁ/e > Edit My
Profile. View/edit each of

Mame: hpog\jramirez Everyone )
the text fields and feature
About me: haime Ramirez is an HPOG u:_u:untractu:ur partner with Perfcurrne_mce_ Fyone options to mod|fy your
Excellence Partners and excited to assit the HPOG community with - )
social media profile accordingly.

Provide a personal description expressing what you would like others to know
about you.

Picture: | Choose Picture | | Remove | Everyone

h h

Upload a picture to help others easily recognize you at meetings and events.




5. Connecting With Colleagues

My Site My Newsfeed My Content My Profile Return to HPOG Community | Global Campaigns | | Find People

celterne Go to My Profile >
g Colleagues tab. Here you
_— can add colleagues to your
_ _ list and view colleague
&3 Edit My Profile w More information

profiles.

Libraries Overview QOrganizatj ontent Tags and Notes @ Colleagues | Me To do this, use the Add
= Colleagues feature and

work through the steps.

&‘.}-Add Colleagues g,_g-Edit Colleagues &:Remwe Colleagues

[ 7 Mame T Show To My Team
Add Colleagues o
Mo
Colleagues
Identify the people you know or work with as
colleagues. Mo
8
‘

ﬁ Blair Corcoran Everyone \ Mo

Helpful Tip #1: In the Add Colleagues window, click
the address book icon button to search for

P28 EBrian Holland
colleague names.




6. Sharing Information

There are multiple ways to

Add a Post Ask a Question Private Message share information with
colleagues through My
My Site [iy Newsfeed My Profile/ Return to HFOG Community | Global Caaffaigns | NeWSfeedACtiVityStream,
including Add Post, Ask a
Activity| Stream Getting Started Quesl‘/on, Private Message,
i - IETIVYTIT and more.

sk a Question Private Message 7
ez ol =t g Add a Colleague

Wha{:.-are wou working on?

Communitic Ha|pful Tip #1: Use the newsfeed filter button to
wancom Select different ways to view newsfeed information.

1876 characters remaining

& 8

Edit Subscription:

E‘ My Newsfeed Show: | My Newsfeed Edit Subscriptions | Edit News Interests | Edit Settin

hpog\jramirez: Mow following community Emplo B
Engagement. My Activities
Top News
v

<o)

;‘- : 23 minutes ago » Like » Comment » Follow-up » More o Al Public Mlcm-blﬂ-gs
) T The Idea Campaign Project Director Conference T.ipt :zﬁr;:f_:rssages HelprI T|p #2 CI'Ck My NeWSfeedtO V|eW your
:@" S R A Questions activity and your Colleagues’ activity. Only the activity
e I ::lsmews Interests of Colleagues you have added to your list (in My
e el¢  Ideas Profile > Colleagues) will show up here.

Earned Badges
hou

5 8 ]
Colleagues

T hpog\jramirez: Sounds good :) Blalr Corcoran

el N Brian Hollane Helpful Tip #3: Click A/l Public Microblogs to view all
rian Jones . . q .

Blair Corcoran: @mhayes thanks for working on this right away!! aCtIVIty on the Slte’ even If people are nOt On your .

it S S Colleagues list- this can also assist you in identifying

Colleagues you may want to add to your list.

hpog\jramirez: Submitted an Idea in @[Project Kudos -
L Ideas: Test 2]: Conference Topic Idea: How to Ke
) L Videos
o " adayezgo » Follow-up » Maore My Encoded Videos




6. Sharing Information (cont

M‘f Site My Newsfeed My Content My Profile Return to HPOG Community [ Global Campai

Activity Stream You are encouraged to
submit relevant posts to

Right now we are working on implementing Social Media Tools to the HPOG the DUb“C neWSfeed area
Community. For more information, please follow this newsfeed and post comments! < to get Conversations

started, share ideas and
best practices, and more!

Ask a Question Private Message

1749 characters remaining

7B Participation in newsfeed
Edit Subscriptions | Edit News Interests | Edit Settings dialogue helps the HPOG
[E] My Newsfeed = Show: | My Newsfeed : B o Do & Community stay

connected and supports
information sharing.

Irene Bear Runner: Screening & Selection of students for Fall 2012-2013.

33 minutes ago 1 Like » Comment » Follow-up 1 More

To post, simply click in the
text box, type in your

_ . message, and click the
Stacia Thompson asked a question: Does anyone have any samples of a Job e 0

E Coach job description they could share with me Post” button.

5 days ago w Like » Answer » Follow-up » More

@ QUESTION

View all 3 answers

E Stacia Thompson: will dol!
4 days ago Like

Katherine Vastine: Hi Stacia, Unfortunately I do not. Because we
p cover a very rural area we ask our Career Coordinators to conduct
employer engagement activities. I'm certain other grantees will be




7. Submitting ldeas

Go to Global Campaigns,
select a campaign, enter
ideas, vote on ideas, and
ng results to

te with others on

Campaign Center

View All Campaigns

Show: | All =

Project
Case Manager Track: Annual Meeting Total Votes: 0 Track ]
HPOG Ideas

Welcome to the Idea Campaign!

Use this idea campaign to collaborate on ideas for the next big thing!

Job Developer Track: Annual Meeting

Submit an Idea

Project Director Track Ideas: Annual Meeting

Show: | Newest ldeas v ,O Lo

N ' s Conference Topic Idea: TOTAL VOTES: 2
- — Howto Keep My Team Your votes: O
- @ ~  Engaged!

Helpful Tip #1: You will receive separate Submitied by hpog\jramirez 3 days ago

communications providing instructions and Suggestons for keeping my team engaged wit

timelines for voting on Annual Meeting campaigns. Sechniques, as well as collaboration ools.

Comment // View Comments (1) // View Details

[ ) Lt hnttne nevnfrnrnnnns famed TOTAI VVOTES: 9

11




8. Joining Communities

0 HPOG Community | Global Campaigns | VIeWA// Communities

Community List

= Items Per Page:
' Getting Started o & [reset]
Go to My Site > BEO
Comt,nunltle&:s- The ea:IeSt Add Profile Picture Assessment, Academic Advising and Academic Support @ Follow
way 1o join Communities
|S t¥) CIIJCk VieWA// Case Manager Community o Stop Following
Communities then CI|Ck Education and Training o Stop Following
’ - -
FO//OWfor eaCh Communltles Employment and Employer Engagement o Stop Following
Com.rn.ur"ty.you Want to "I.l'iEl,'-‘l A” CDr‘I‘Ir‘I‘IUr‘IitiES ' Ewvaluation o Stop Following
partICIpate n. Job Developer Community @ Stop Following
My Communities _
= A, |:_| 0 %I Program Director Community o Stop Following
he HPOG Webi Go to my communities Recruitment o Stop Following
out the ebpinar:
iber 3rd. Getting excited, nothing Support Services o Stop Following
ame of the great work everyone Recommended Communities
here...THE STUDENTS!!

There are no recommendations  He|pful Tip #1: It is recommended that you join all
available Communities initially. By following the
dialogue and content of each Community you will
one of our very own grantees - get a better understanding of which Communities
stories to share their program. - you want to focus on.

E

Find Communities

Helpful Tip #2: Several of the Communities are
designed to support Program Map component, such
as Support Services, where you can learn how other
grantees are delivering services, pose questions,
and more.

12




8. Joining Communities (cont

unity || Global Campaigns |
- Once you have joined Communities
at My Site> Communities> View All
Communities, then you can use the

Go to my communities feature to

Getting Started

@. Targeting Back | Restart | Skip -
access each one by selecting the
community name, then click the Go
1876 characters remaining
Communities button.

View All Communities
ns | Edit News Interests | Edit Settings

My Communities
20 018

€1
(=]

Go to my communities =
unity]: Did anyone else see

LEE educational resource funded

heir videos in a couple of college Recommended Communities

ability to many of the general g n

POG. If you get a chance take a HPOG Public Community o Ignore GO l'O My CommtIﬂll'IeS
Demo o Follow

Find Communities Communities

View All Communities
Cial media site ngs

My Communities

4]

llent tool to facilitate

- b
¥ Go to my communities E
Communities

Case Manager Community

Education and Training

Employment and Employer Engagement
Program Director Community

Find Communities

13




8. Participating in Communities

To participate in a community, view Community Members,
Add Posts and Ask Questions to share information relevant
to members and the designated focus for the community.

| -~

'... j Casiy Manager Community »
o

Overview

Case Manager
Community & Stop Following Community
£ Security: Public
] T Wilt's New
& Recycle Bin '
: @[Case Manager Communlty]:
=) All Site Content . .

FLr il Ask a Question

:Send a message to @[Case Manager Community]

1857 characters remaining

There are no items to display.

;,'9‘ E&J Fost |
Edit Notification Settings 4
Show: | Newsfeed >

J/ ::j‘)
ILlike It Tags &

Search this site... »

Community Members

I

See All Members

14



9. Lookout - Personal Dashboard

Lookout is a new customizable interface with dashboard-like features
that make it easier for you to personalize how you stay connected and
participate in the site. The best way to get acquainted with Lookout is to
use the tourfeature, which will walk you through set up and key features.

MY Site My Newsfeed My Content My Profile Lookout Return to HPOG Community | Global Campaigns | | Find People T Naime Ramirez -

g0 to my communities v  search... Q  settings tour
What are you working on? my stream My Newsfeed (VR SubjeCtS L X people @
Stacia Thompson: Preparing for our 2nd Employer Roundtable (?) question ? idea
Breakfast!!! SO EXCITED!!

Jaime Ramirez asked a question: Jaime Ramirez: Submitted an Ide
‘ about22 hoursago Like Comment Follow—up More | @LMHooker #[Training and Stories: Annual Meeting]: Partne
@ add a tile ‘ W " Development] Testing Spotlight .
;rre:aa Dorsey: Tha: sgreat.‘l want to hear.all ;t:out it. 1 kr:owt{he "expartise browser"- please respond to 17 daysago Follow—up More
ast one was a great success, love you are using the momentum to . )
X me when you see this- thanks- Jaime . -
* e keep the employers coming back. Strong work! Cynthia McNair: Wonder
Y McNair, Workforce Speci

about 19 hours ago Like 20 days ago
10 days ago Like

#TechnicalAssistance

like Comment Follow-up More . Jaime Ramirez: Submitted an Ide
25 days age | Stories: Annual Meeting]: Partne
.

_..n Stan Koutstaal: I'm impressed. Way to go! 4 Story

Stacia Thompson: Just got off one

@I profile setup 100% E Stacia Thompson: PPR finished, awaiting signature. 5o much easier with Web th
ebinar, now on another

* recommendations 3

PRS

4 days

4d Lik
ays ago Like 17 daysago Follow-up More

. Stan Koutstaal: Jan Yoshiwara of the Washington State Board for
A Community and Technical Colleges [SBCTC) was recently a part of a pant . .
L’. communities ﬂ presentation about career pathways. One of the things that was striking Hel pfu I T| p #] U se these buttO ns tO move wi ndOWS

@ me was how #data and #evaluation seemed to strongly inform their dec

- left and right across you screen.
secoe <&

Stacia Thompson: With most of the data in PRS, it makes it an easy Cynthia McNair: Great Jc
process, and making sure my staff keeps PRS updated helps Cynthia McNair, .Work‘{or
tremendously! ! !

10 days ago Like
3 days ago Like i

Blair Corcoran likes this.
Tressa Dorsey: Hey HPOGgers, h

B @  inchecking out. It is about using |

15



9. Lookout - Personal Dashboard (cont)

Lookout offers several key features to help you personalize the information you see, including:
« Tiles for different categories of information

« Columns with various content from news streams, people, subjects, communities and more
« The ability to Postand go directly to Communities

Jaime Ramirez -

g0 to my communities

v

search... Q  settings tour

my stream mynewsteed W & SUDjects & x people ®

Stacia Thompson: Preparing for our 2nd Employer Roundtable (?) question ? idea
Breakfast!!! 50 EXCITED!!
Jaime Ramirez asked a question: Jaime Ramirez: Submitted an Ide
about22 hoursago Like Comment Follow-up More @LMHooker #[Training and ' Stories: Annual Meeting]: Partne
) “ Development] Testing Spotlight
Tressa Dorsey: That's great! | want to hear all about it. | know the E P ] ne Jpatig E

"expertise browser"- please respond to 17daysago Follow-up More
last one was a great success, love you are using the momentum to

me when you see this- thanks- Jaime . .
* my stream keep the employers coming back. Strong work! v Cynthia McNair: Wondet
Y 20 days ago McNair, Workforce Speci
about 19 hours ago Like L Udys d
10 days ago Like
&I profile setup Stacia Thompson: PPR finished, awaiting signature. So much easier with Stacia Thompson: Just got off one
PRS Webinar, now on another @ idea
#TechnicalAssistance =
* T 4 daysago Like Comment Follow—up More

Jaime Ramirez: Submitted an Ide
Stories: Annual Meeting]: Partne
4 story

ago Follow-up More

_..' Stan Koutstaal: I'm impressed. Way to go!

4 days ago Like

Stacia Thnmpsnp: With most of the data in PRS, it makes it an easy Cynthia McNair: Great Jc
process, and making sure my staff keeps PRS updated helps Cynthia McNair, Workfor
tremendously! | !

1o0d Liks
3 days ago Like ays ago Like

Blair Corcoran likes this.
Tressa Dorsey: Hey HPOGgers, h

n in checking out. It is about using |
. Stan Koutstaal: Jan Yoshiwara of the Washington State Board for outcomes.
_ A Community and Technical Colleges (SBCTC) was recently a part of a panel o _
communities 2 presentation about career pathways. One of the things that was striking to The best part is... its free!| Creati
me was how #data and #evaluation seemed to strongly inform their decision-
@ ees e

Thueeda Artakhae 11 3017 200,

16



10.Finding Community Expertise

In My Site/My Newsfeed, go to the Expertise Search area. Using the Expertise Search

feature, you can find colleagues in the community that have various areas of expertise.
You can search by Tag (key term) or by Person. In the example below, we entered the tag

“program requirements” and three names were returned in the search.

ans | | Find People

ng sure my staff keeps PRS updatey

lleges (SBCTC) was recently a part of
#data and #evaluation seemed to
better job but only 15% were actually

ely to have net earnings gains of $3000.
get college credit and nine times more

Expertise Search

Helpful Tip #1: Click on the name of a colleague in
this window to go directly to their Profile.

Cumparisnn by Top Areas of Expertise

Enter up to two tags to view and compare the
score highest for those tags.

program requirements *x

People who match

Strongest matches at top. Select up to three g
compare by their top areas of expertise.

Compare

M Blair Corcoran

5tan Koutstaal

&Blair Corcoran mstan Koutstaal -& David Camporeale

1) HPOG
2) Non-Competes

3) HPOG web site
functionality

4) Grantee Best Practices

5) technical assistance

6) program regquirements

7) program changes

8) HPOGSocialMediaWebinar
9) announcements

10) webinar

11) TechnicalAssistance

12) CareerPathways

1) evaluation

2) budget changes

3) program changes

4) program reguirements
5) technical assistance
6) 49202614

71 Music

8) Outdoor sports and
recreation

9) internship

10) CareerPathways
11) data

12) webinar

1) Grantee Best Practices
2) Non-Competes

3) Performance Progress
Reports or Semi-Annual
PPRs

4} program changes
5) program reguirements
&) technical assistance

73 Non-Competing
Continuation Applications

B8) HPOG

@ David Campaoreale

Next, check the box next to each name and click the
compare button to view the expertise for each person
side by side in a separate window. You will see the
expertise of “program requirements” and more in the
search results for each person.

17



10. Finding Community Expertise (cont)

In My Site/My Newsfeed, scroll to the very bottom of the page to the Spotlight Expertise
Browser area. In this area you will see the 50 highest scoring tags (key terms) in the
community, organized in alphabetical order, and sized with a larger font size for higher
scores and smaller font size for lower scores. Click on the tag you are interested in.

MY Site My Newsfeed My Content My Profile Lookout Return to HPOG Community | Global Campaigns | | s ; ol

AN Thanks!

20 days ago Like

Linda Weber

m Mary Hayes: What would everyone like to learn at Wednesday's Success Stories and Promising Practic

1 @[Assessment, Academic Advising and Academic Support] @[Education and Training] @[Employment g
@[Case Manager Community] @[Evaluation] @[Job Developer Community] @[Program Director Comm

Services]
22 days ago » Like » Comment » Follow-up » More T =]
Kim Stupica-Dobbs: I'm excited that there will be a grantee on the webinar explaining how he|
= HPOG program! &
20 days ago Like Charles

marketing and |

outreach
li!<!=
AAHTAS

John House
Work phone:
y e | Ask Me About:
e

Thompson

[¥] more

Spotlight Expertise Browser (HTML)

49202614 adult education announcements

business process improvement Career Pathway reerPathj ﬁ S
21 common colleagues
case management Coaching Cohorts desj g career and suppt creven Lamger ol ] S
Employer Relations and Job Develop evaluation Grantee ) Send on email
(@) Ask IJohn House a question about marketing and outreach
weh cite fiinctinnalitv

graphic design HPOG | hi | lieked H " q b Th

. - . In this example we clicked on the tag “mar etmg and outreach”. The
HPOGSoci diaWebin results display within a separate window with an array of multiple
marketing and outreach community members that have that expertise. When you place your
Mmouse cursor over a person’s name, a mini profile card pops up and
provides a snapshot of information about the person. You can click on
links within the mini profile card to access a person’s profile, ask them a
question and more. 18

Non-Competing Continuation Applicatic
. N - Dorf




10. Finding Community Expertise (cont)

Updating areas of expertise in your profile. The Expertise Search feature uses information from your
profile as areas of expertise. Go to My Profile > Edit My Profile to update your profile areas of expertise
using the following fields: Ask Me About, Skills and Interests. See the example below.

Ask Me About: OrganizationEffectiveness; Training; TechnicalAssistance;
Update your “Ask Me About" with topics you can help people with, such as your
responsibilities or areas of expertise.

Skills: TechnicalAssistance; OrganizationEffectiveness; Training;
Include skills used to perform your job or previous projects.
(e.g. C++, Public Speaking, Design}

Interests: TechnicalfAssistance;

Share personal and business related interests. We will help you keep il
with activities related to these interests through events in your newsfe

Helpful Tip #1: Use standard industry terms that apply to your areas of
expertise, such as #ProgramEvaluation, with no spaces in between words- this
creates consistency in terms and phrases that are tagged within the system,
making it easier for members to find areas of expertise. See the “Sample List of
of Key Terms for Expertise” as a reference.

Sample List of Key Terms
for Expertise:

« AdultEducation

« CareerPathways

+ CaseManagement
» JobDevelopment

* ProgramkEvaluation
» PublicSpeaking

« TechnicalAssistance
» Training

19



10. Finding Community Expertise (cont)

The Expertise Search feature also uses information from from Activity Stream posts that are
tagged and captured as areas of expertise for a search. When posting in your Activity Stream or
within a community, use a hash tag (#) and type key terms with no spaces in between words.
This will ensure areas of expertise from posts are properly captured in a search for expertise.
See the example below “#professionaldevelopment”.

/

Ask a Que n Private Message

Activity Stream

#pro Essi{:naldevelﬂpmenﬂ

#professionaldevelopment

s &

5| My Newsfeed Show: | My Newsfeed $

Jaime Ramirez: testing tag #professionaldevelopment
11 minutes ago » Like » Comment » Follow-up 1 More

‘




11.Receiving/Awarding Badges and
Recognition

In My Profile you can view several recognition features about yourself and others, including:

«  Farned Badges tells you the badges that you have earned so far

« Available Badges tells you the badges that you are on your way to earning

*  Farned Kudos Badges tells you the badges that another colleague may have awarded you

» Leader Boardtells you the names of colleagues who are in the lead with earning certain badges, with highest
scores starting at the top

*  Available Badges and Leader Board can also be viewed at My Site/My Newsfeed

* Note: all of the badges and scoring (except for Kudos Badges) are automatically generated by the system and
are meant to be an encouragement to community members to participate and stay active on the site- this
facilitates information sharing in the community!

:_._ifj s | Collaborator - For following a large number of communities Badge: = Connector 0]
8 e _
4-~4| For having declared a large number of users as your
colleague.
Available Badges
Leaders
44| Connector - For having declared a large number )
of users as your colleague. H Stacia Thompson (Score: 57)
- | n Tressa Dorsey (Score: 50)

"{{" Well Followed - For having been declared a Kim Stupica-Dobbs (Score: 25)

§ | colleague by a large number of users.

‘ Linda Metchikoff-Hooker (Score: 17)

‘ Brian Holland {Score: 9)

Earned Kudos Badges i Brian Jones (Score: 9)

@ John Doe has given you kudos: - Denise Donnahoo {Score: 9)

Job Well Done
l Marilyn Silver (Score: 9)

| (¥ 1 £ Faky

21



11. Receiving/Awarding Badges and Recognition (cont)

Go to a colleague’s Profile, Overview section, Kudos area and you can use the Kudos
feature to award kudos badges to that colleague. Kudos can be given for any reason, but
it is recommended that you recognize colleagues for their contribution to the HPOG
Community in some way. In the example below, we selected the star badge and
recognized them for a significant contribution to the community. This colleague will soon
see the badge arrive in their activity stream and in their profile Earned Kudos Badges
area.

Kudos
Give Kudos to Linda Metchikoff-Hooker Earned Kudos Badges
Choose an icon to display with your kudos: Jaime Ramirez has given you kudos:

Thank you for your significant contributions and information-sharing on the
Social Media Tools site! Very helpfull

-4

What would you like to say to the recipient? You should not egter
information you wish to keep private.

Thank yvou for your significant contributions and information-

sharing on the Social Media Tools site! Very helpfull 7 . .
9 v hep 1\‘ Helpful Tip #1: Select from multiple badge icons

" and type in the text message you want included in
1786 characters remaining the award.

22




12. Installing and Using the PC Desktop Application

You can install and use the PC Desktop Application to quickly access core site features from the desktop of your
computer to help you get connected quickly and facilitate ongoing participation on the Social Media Tools site. The
tool includes many of the features from your activity stream, including newsfeeds, posts, questions, and private

message features.

ﬂ MNewsGator Social Sites Deskiop - Logged into hpogcommunity.acf.hhs.gor
File Tools Help

Add Post  Ask a Question  Private Message

1300 characters remaining

(] My Newsfeed

All Public Microblogs -| = , (Do &

3 days ago " Like

Blair Corcoran likes this,

. Stan Koutstaal: Jan Yoshiwara of the Washington State Board for Community and Technical Colleges
. (SBCTC) was recently a part of a panel presentation about career pathways. One of the things that was

striking to me was how ¥data and *evaluation seemed to strongly inform their decision-making. For
example they knew that:

nts who obtained 45 credits and a credential were likely to

*1-BEST grew out of this and s
credit and nine times more likely

ts that would have pursued ABE were 3 times more likely to get college
obtain a credential through the I-BEST program
Good examples of how data can point to proaram needs and demaonstrate nroaram oroaress
B% NewsGator Social Sites Desktop - Please Login
More information is at the SBCTC website:

4daysago “like ™Comment W“Share ™
Mora Faram: Sharing > > »John House

From @gnelson: Submitted an Idea in @[(
with mental health issues?

§ days ago Llike t W®Share I*Fo

Social Sites 2010 D«

Social Sites 2010 Desktop is a Windows Desktop application
for NewsGator's Social Sites 2010 social computing product.

Blair Corcoran: Please visit our HPOG Con
Sdaysago "™Llike ™Comment "Share "MFg

Blair Corcoran: test post! Social Sites Server Address

hitp:/ {SocialSitesServer
S days ago "like ®™Comment Share IMFc
Social Sites Login
Linda Metchikoff-Hooker: test post in Loc

Sdaysago Mlike ®Comment WShars IMFc

PP

m

All Public Microblogs Activities updated at 10/23/2012 4:33:17 PM

1)

2)

You must have Windows operating system 7, Vista, XP, or 8
installed on your PC (note: this application is not available
for Mac computers at this time).

Download and install the Desktop Application program file
NewsGator Social Sites 2010 Desktop v3.0 (click link here);
the file is also located in the HPOG User Support Community.

Once you have downloaded the file, click to open the “Setup”
file. Follow the instructions and on-screen prompts to
install the application, including downloading/installation of
Microsoft .Net Framework 4 if you do not have this installed
already.

Launch the Social Sites 2010 application using the program

icon now on your desktop or from your windows application

menu. In the launch window do the following:

» Uncheck “Use system credentials”

« Enter http://hpogcommunity.acf.hhs.gov in “Social Sites
Server Address”

 Enter hpog for “Domain”

« Enter your Social Media Tools username in “Login”;
example “JDoe” (note: do not include HPOG))

« Enter your Social Media Tools password in “Password”

* Click “Connect”

For more information on installing and using the Desktop
Application, download and review the Desktop Application
User Guide located at the Social Media Tools Site in the
HPOG User Support Community.
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http://hpogcommunity.acf.hhs.gov/sites/HPOGUserSupport/default.aspx
http://hpogcommunity.acf.hhs.gov/sites/HPOGUserSupport/default.aspx
http://hpogcommunity.acf.hhs.gov/sites/HPOGUserSupport/Shared%20Documents/NewsGator%20Social%20Sites%202010%20Desktop%20v3.0.zip
http://hpogcommunity.acf.hhs.gov/sites/HPOGUserSupport/Shared%20Documents/NewsGator%20Social%20Sites%202010%20Desktop%20v3.0%20Guide.pdf
http://hpogcommunity.acf.hhs.gov/sites/HPOGUserSupport/Shared%20Documents/NewsGator%20Social%20Sites%202010%20Desktop%20v3.0%20Guide.pdf

13. Attach a File and Share Link

You can now attach a file in My Newsfeed or in a Community news stream and share the
link in a post. This is a great way to share information with other colleagues! Simply click
on the paperclip icon, click choose file to find the document you want to share, then click
Post. The file name and link will now appear in your newsfeed post for others to access.

MY Site My Newsfeed My Content My Profile Lookout Return to HPOG Community | Global Campaigns | | Find Pecple

Activity Stream

Ask a Question Private Message

What are you working on?

1873 characters remaining

Attach File X

Choose File | no file selected

Use this control to attach an itern in My Mewsfeed. The item will be automatically saved
in your Shared Documents or Shared Pictures, and is therefore available for all other
people to discover and see.

7 &
Edit Subscriptions | Edit News Interests | Edit Settings
[EZ] My Newsfeed = Show: | My Newsfeed 4 B2 4 o &
Jaime Ramirez: Uploaded file HPOG Social Media - shared document sample_2012-10-24_20-42-57.docx in hpogyjramirez Shared
' Documents: Testing attach file feature
[ less than a minute ago » Like » Comment » Follbw-up 1 Maore
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Coming Soon:
the Mobile Application
for
Social Media Tools!
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14. User Support

If you require assistance with the Social Media Tools site,
please contact HPOGsupport@pep8a.com for support.

Stay tuned for communications and updates to this user
guide as additional social media features are made
available.

Thank You!
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